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General______________________________________________________________________

Business Problem: What are the primary business needs or problems that led to this project (e.g., performance improvement needs, new business model, outdated content, process changes, legal compliance requirements)?  What value do you hope to generate, metrics do you hope to improve, or issues are you seeking to resolve?  

Goal: What does success look like for the project (Examples include increased sales, corporate culture awareness, and fewer customer service calls.)?  How should the audience of this project think, feel, and behave as a result of this project? http://en.wikipedia.org/wiki/SMART_criteria 
Measuring Success: How will you measure the success of the solution (business metrics, client satisfaction, learner survey)? http://en.wikipedia.org/wiki/Donald_Kirkpatrick 

Deadline: What is your intended deadline for the project? Are there other efforts that are dependant on the completion of this project by the deadline (i.e., PR launch, tradeshow, annual report)?

Budget: Do you have a specific budget range for this project? Can this project be divided into phases to accommodate budget and timing constraints?

Project Partners: Who are the primary contacts from your organization and who has final approval on the project? Please list names, titles, email addresses, and phone numbers. http://en.wikipedia.org/wiki/Responsibility_assignment_matrix
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Constraints: Are there any additional constraints, dependencies, potential roadblocks, or challenges to this project that you are aware of?

Audience_____________________________________________________________________
Primary Audience: Describe the primary audience for this project.  How often is the user online, and what does the user generally use the web for? How old is the user and what does he/she do for a living? (Use as much detail as possible in profiling your target user.  Profile more than one type if appropriate.)

WIIFM: How will the learner benefit from completing this elearning?  Are there metrics in place to reward learners for their completion and application of training?  What are the incentives?  What is in it for them?  

Usage: How many people will access this content on a daily, weekly, and/or monthly basis? How do you measure usage? Do you forecast usage to increase after the project release and by how much?

Translation: Will the content need to be provided in a language other than English?  Does the content need to be created to accommodate non-native English speakers?  

Compliance: Are you a federal agency requiring Section 508c compliance for accessibility of the content created in this project?  

Learning Objectives_____________________________________________________________
Knowledge: What knowledge do learners need to gain from this elearning?  Please use action verbs to define each objective (define, describe, explain).

Example: When you have completed this training you will be able to:

1. Explain the five steps of the new business process.
Behaviors: What skills do learners need to gain as a result of this training, or what behaviors do they need to perform?  Please use action verbs to define each objective (perform, execute, complete).

Validation & Tracking: Do either the knowledge or skills need to be validated in order for the course to be considered complete?  How will this validation be obtained (automated system, printed quiz results, post-test skill demonstration)?

Current State               ___________________________________________________________
Do you feel your current elearning promotes a favorable user experience? Why or why not?

What specific areas of your current elearning do you feel are successful? Why are they successful?

What shortcomings exist with the elearning, and what three things would you change about it if you could?

Have you conducted usability tests or gathered user feedback for your elearning? If so, how long ago? Please include any reports or findings.

Content        ___________________________________________________________________                 

Existing Content: Will this elearning use existing content or will it all need to be created from scratch?  Do you have a content outline or storyboard created?  Do you have a template you wish to base the elearning’s design on?

Branding/Design: Describe visual elements or content that should be utilized from your current elearning or marketing materials (logo, color scheme, navigation, naming conventions, and so on).  Please provide files documenting this (e.g., image files, style guides).

Interactivity: Describe the level of interactivity expected for the elearning.  Will there be detailed animations, quizzes, checks for understanding, simulations, games, puzzles, rollovers, popups, etc?

Audio/Video: Do you wish to incorporate audio or video elements into the elearning?  Do you need us to provide A/V recording and/or A/V editing services?  

<NOTE: Audio is often helpful for making your content accessible to visually impaired learners.>
Design Samples: List the URLs of any sites you find compelling. What specifically do you like about these sites?  Are there specific elements you would like included in your elearning?

Technology        ________________________________________________________________

LMS: Do you have a learning management system (LMS)?  Did you buy it off the shelf or is it homegrown?  How does the learning content need to be exported for tracking (AICC, SCORM 1.1, SCORM 1.2, SCORM 2004)?  Please provide details.

Platform(s): What are your target platforms (PC, Mac, Linux)?  What percentage of users are on each of the platforms?
<For intranet/internal facing projects, reference your technical team’s standard specs.>

<For internet/external facing projects, reference your web statistics, or use the generic standards http://www.w3schools.com/browsers/browsers_os.asp
Browser(s): What are your target browsers (Internet Explorer, Firefox, Opera)?  What is the standard versions for the target browser(s)? What percentage of users use each of these browsers?
<For intranet/internal facing projects, reference your technical team’s standard specs.>

<For internet/external facing projects, reference your web statistics, or use the generic standards. http://www.w3schools.com/browsers/browsers_stats.asp
Screen Resolution: What is the target screen resolution for your audience (800x600, 1024x768)?  

<For intranet/internal facing projects, reference your technical team’s standard specs.>

<For internet/external facing projects, reference your web statistics, or use the generic standards. http://www.w3schools.com/browsers/browsers_display.asp  
Connection Speed: What is the average/standard connection speed of your audience (T1, DSL/Cable, Dial-up)?  Should content be optimized for the average user or for the lowest common denominator?

Flash Player: Will any content be delivered in an Adobe Flash file format (e.g., FA, SWF, FLV)?  What is the current approved version of Adobe Flash Player for the target audience of this project?  What version of Adobe Flash Player should the elearning be optimized for?
Development Tools: Are there specific technologies (Captivate, Articulate, Dreamweaver, Flash) that you would like to use to develop the content? If so, why do you wish to use these versus alternatives? Please describe in detail.

Database: Will you need database functionality (dynamic content generation, search capabilities, record keeping, user login/password)? Do you already have a database in place? Please describe it in detail, including specific information regarding existing programs and software.

Security: Will the content be deployed on an intranet or internet?  Does the elearning need its own security for allowing access?

Misc: Will you require other specific programming needs (such as personalization or search capability)? Please describe in detail.

Testing & Delivery______________________________________________________________

File Transfer: How will files be shared during and after development?  Can all parties access this location or will secure access need to be obtained for them?

Test Environment: Where will content be uploaded for testing?  Is this a mirror (exact replica) of the production site?  Are all the technical settings and criteria the same as on the production site?

Testers: Who will test the functionality of the elearning?  Who will test the user experience of the elearning?

Release: Where will the live content reside?  Who is responsible for deploying it there?

Backup: Where will backup files be archived in case the production files are lost?  

Maintenance______________________________________________________________

Content Management: Do you need to have the ability in-house to update the elearning content?  How will content be updated?  Who will be responsible for updating this content? 
Hardware & Software Updates: Who will be responsible for implementing and testing server patches for the server(s) that will host the elearning deliverables?  Who will implement and other hardware updates?  Who is responsible for software patches and updates?

Post-Implementation Changes & Troubleshooting: Who will be responsible for troubleshooting technical issues, fixing bugs, or making changes to elearning content after this project has been completed and all deliverables have been approved?

Content Release_______________________________________________________________

Work Samples: What content from this project can be used as work samples or otherwise showcased by TheLearningSmith, Inc.?  

· Completed deliverables 

· Screenshots/Images of Deliverables 

· Project summary or description of work provided

· Our company logo(s) added to TheLearningSmith, Inc’s client list
· Do not include branding that identifies our organization

· Do not include our proprietary content

Additional Comments     _________________________________________________________
Please take as much space as you need.
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